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This publication 1s one of a series relating to Off-Farm Agricultural
Occupaticns developed at the Center for Vocational and Technical
Educaiiion under a grant from the Division of Adult and Vocational
Research, U, S. Office of Education. Each of these publicalions was
designed for a specific purpose. However, they are designed to
complement and reinforce each other. It is suggested +hat persons
using any of these materials will want to familiarize themselves .
with the other publications in this series. Following is a compleie
listing of this series.

1. Policy and Administrative Decisions in Introducing

vocational and Technical Education in Agriculture
for Orf-Farm Occupations

2. Vocational and Technical Education in Agriculture
for Off-Farm Occupations

3. Summary of Research Findings in Off-Farm Agricultural
Occupations

k., Planning and Conducting Cooperative Occupational
Experience for Off-Farm Agriculture

5. Occupational Guidmice for Off-Ferm Agricultire

6. Horticulture - Service Occupations
(Course outline and twelve modules)

T. Agricultural Supply - Sales and Service Occupations
(Course outline and twelve modules)

8. Agricultursl Machinery - Service Occupations
(Course outline and sixteen modules)

9. Agricultural Chemical Technology
(Course outline and nine modules)
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PREFACE

The ixplementation of the provisions of the Vocational Education Act
of 1963 has rapidly increased the number of schools providing training
for off-farm agriculturel occupations. Programs are being developed for
seversl levels of preparation by local schools, ares schools, and commwity
colleges, In most of these institubions, occupational experience can best
ve provided by & cooperative occupational experience program,

This publication has as its major objective the orientation of voca-
ional teachers to the fundamental concepts of planning and conducting a
cooperative occcupational experience program for off-farm agriculture,
Because the primary emphesis is given to the nrocedures associated with
the operation of the occupational experience phase of the program, many
factors, auch as class schedules and methods and procedures of providing
classroom instruction, are not included in this publication even though
they have a direct bearing upox tae success of the occupational experience
program, Nevertheless, the concepts &nd prccedures outlined herein
should provide a valuable resource for teachers initiating programs in
this area, ’

The development of 2 sound cooperative occupatiocnal experience pro-
granm requirec the expenditure of considerable time and effort on the part
ol the teacher-coordinator, No part of & comprehensive program in agri-
cultural education should be slighted to develop this type of occupational
experience. If & schcol wishes to develop a cocperative occupational
experience program for off-farm agricul*ural occupations, the teacher-
coordinator aust have a schedule which will ensble him to devote the time
and effort needed. In many instances relationships can be developed
vhereby teachers from several vocational education services may shure in
the actual teachirg and coordinating of a program in off-farm agriculture.
For instance, a student placed in retail selling in a farm store could
logically be placed in a distributive education class for some of this
related instruction.

The sections of this pubiication are in thez sequence that would
normally be encountered in the development of the program. A number of
sample forms and other information are included in the various sections and
the Appendix to enabtle teachers to understand the standards, objectives,
and procedures associated with each phaze of planning and conducing
cooperative occupational experience. The local teacher should r:t rely
on this publication alone, If he is interested in utilizing cooperative
occupational experience, it is recommend2d that the teacher attend
special classes and workshops to become bettexr acquainted with recommended
procedures and consult with local administrators and state supervisory
persomnel before initiating & progrsm. The list of references in the
bibliography will provide additiomal information and assistance.
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Nr. Harold Anderson provided the lesdership for developing this
pultlication. It is a compilation of information sscured from materi-
8211 written for cooperative education in distributive education,
bisiness education, trade and industrial education, and agricultursl
education. Mr, Anderson has also drawm on his experience with pilot
programs in off-farm agriculture, his consultations with teachers,
administrators, and supervisors in many states and his research on
Cooperative Work rience in Vocational Education.

Although the finsl responsibility for the content rasts with
Mr. Anderson and members of the Project Taak Force, grateful acknow-
ledgement is made of the assistance of the following persois who
reviewed drafts of the publication and sede many valuable comments:
Mr. Donald Brock, Vocational Agriculture Teacher-Coordinator, Hiphe-
land Park High 8chool, Topeka, Kansas; Mr, E. M. Chinnock,
Vocational Coordinator, Cloquet High School, Cloquet, Minnescta;
Dr. Raymond Clark, Agricultural Education Department, Michigan Stete
University, Enst lansing, Michigan; Mr. iike Cullen, Director,
Willmar Area Vocational Technical School, Willmar, Minnesota;
M4r. Jtan Lancaster, Assistant State Supervisor, Agricultural Educa-
tion, Denver, Colorado; Dr. William B. Logan, Professor of
Distributive Education, fhe Ohio State iUniversity, Columbus, Chio;
Ir. Gordon McMahon, Director, Division of Vocational-Technical
Education, State University College, Oswego, New York;
Mr. Bernard Nye, State Supervisor of Distributive Bducation,
Columbus, Ohio; Mr. Clayton Riley, Vocational Agriculture Instructor,
Reidland High School, Paducah, Kentucky; Mr. Faul Shoemaker,
Distributive Bducation Coordinator. Chillicothe High School,
Chillicothe, Ghio; and Mr, Darrel Way, Livestock Specialist,
Agriculture Education, State Department of Education, Little Rock,
Arkansas.

The reader's attention ia directed to the other publications
developed by the project and designed to complement these materials.

We hope this material will be of assistance to teachers and
aduinistrators in developing needed programs in this area. We
solicit your reactions and suggestions for ita improvement.

ROBERT E. TAYLOR

Director

The Center for Research
and Leadership Develsupment
in Vocaticnal and
Technical Bducation
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PLANNING AND CQNDUCTING COOPERATIVE
OCCUPATIONAL EXPERIENCE IN OFF-FARM AGRICULTURE

INTRODUCTION

Agricultural educators have long recognized the need and value of
adequate occupational experience. Students enrolled in voecational agri=-
culture have completed production projects on their hame farms or have
been placed on other farms or ranches to gain occupational experience,
The recognition of the need for training in off-farm agricultural occupa-
tions as expressed in The Vocational Education Act of 1963 has resulted
in the extension of the placement-for-experience phase of the program to
include the placement of students in agricultural husinesses and
industries. As the number of programs in the high schools and area
schools designed to offer training in off-ferm agricultural occupations
increases, the problems associated with providing adequate occupational
experience is also likely to increase. In many of these schools, the
occupational experience can best be provided through a cooperative
occupetional experience program. The philosophy and concepts of coop-
erative occupational experience are quite similar to those of the tradi-
tional "placement for farm experience." However, the placement of
students in agricultural businesses and industries involves some facets
which are not common to the placement of students on farms or ranches.
The primary purpose of this publication is to serve as a guide for local
teachers and administrators in planning and conducting cooperative
occupational experience in off-farm agricultural occupations,

What is Cooperative Cccupational Experience?

Cooperative occupaticnsl experience refers to a system whereby
students receive their occupational experience under actual on-the-job
situations in cooperation with an employer. The program is cooperative
in nature, since the euployer recognizes his role in making the experi-
enze educational. It is his responsibility to help provide experiences
ard on=the-job instruction directly related to the occupation for which
the student is being trained. In most cases, students spend part of the
regular school day working in the "training station.” The remainder of
the school day is spent completing the requirements for graduation and
attending the vocational agriculture class where instruction related to
the occupation is provided.

Cooperative occupational experience differs from the mere employment
of students in that the experience program is planned and coordinated so
that students receive related instruction at the school, and on-the-job
supervision and instruction at the "training station.” The vocational
agriculture teacher-coordizmtor has the responsibility for providing the
classroom instruction and coordinating the program. The student, employer,
and parents also have specific responsibilities to insure that the occupa-
tional experience program is truly educational in nature and will lead to
the gainful employment of the student.

1
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An ideal way to attain job competence is by supplementing classroom
and laboratory experience and instruction at the school with the learning
opportunities of an actual job. Cocperative occupational expsrience not
only gives students an opportunity to learn by practice, but it also makes
learning a pleasant experience. Many of the problems encountered on the
job becomes the basis for classroom and discussion and study. It enables .
students to develop personal initiative, responsibility, and confidernce.
As they work in realistic situations they more readily recognize the
importance of developing desirable atftitudes and skills necessary to
become successfully employed.,

Once employers in agricultural business and industry are familiar
with the program, they generally are eager tc cooperate with the school
to prepare studerts for their life work. While cooperative occupational
experience has been utilized to some extent in the past, more schools
should consider the possibility of utilizing this method to provide
occupational experience in off-farm agricultural occupations,

Definition of Terms

It is recognized that there are a variety of terms in use through-
out the country tc identify and describe the different phases of a
cooperative d>ccupational experience program, No doubt different terms
are used in the various states, and therefore the fcilowing definitions
are presented to help clarify the terms used in %his publication,

Agricultural Occupation is an occupation in which the worker needs compe-
tency in one or more of the primary areas of plant science, animal
science, agricultural mechanization, and agricultural business
maiagenernc,

Area Schools are junior and cormunity colleges, vocational schools,
technical institutes, and branches of universities serving aress
usually larger than local school districts.

Completion Certificate is a certificate stating that e student has
satisfactorily completed one or two years of cooperative occupa-
tional experience,

Consulting Committee is a group of persons, usually outside the education

profession, appointed by the school board for the purpose of offering
counsel to the school regarding the vocational progranm, with partice-
ular attention toward keeping the program practical and attuned to
cormunity reeds. Members are representatives of the locel community
who are interested in the activities with which the program is
concerned,




Cooperative Occupational @;o_erience is a program to provide supervised

training for gainful employment in agriculturel occupations. The
program is accomplished by establishing a cooperative arrangement
betwe_en the school and the agricultural businesses or industries
in the communlty.

. Follow-up Study is a survey to detemme what occupza.‘{'.:rme the gra.duates

of agriculturel occupations courses enter and how effective their
training was in relationship to actual needs cf the job.

Hazardous Occupation is an occupation considered dangercus ana injurious

to the health and -rell being of mincrs up to 18 years of age as
designated by The Secretary of Labor.

Recognition Certificate is a certificate presented to employers or persons

designa.ted by him to recognize their part in the trammg program by
serving gs on-the-job 1nstrt.ctors.

Reiated Instruction is classroom and laboratory instriiction designed to

increase knowledge and understanding, to enable ¢t student to solve
technical and theoretical problems concerned with a particular
occupation,

Student Information Sheet is a form kept by the teacher-coordinator, list-

ing specific information concerning each student enrolled in
cooperative occupational experience,

Student-Learner is a student enrolied in a vocational cooperative
occupational experience program. :

Student-Leerner Certificate is a certificate which will enable students

enrolled for coopverative occupational experience to be exempt from
certain provisions of the Fair Labor Standards Act. The student
must meet certain requirements before being eligible for the
certificate.

Study Guide is a guide designed to enable students to study the related

instructional material on an individual basis. Each study guide
should correspond to the individual training plan of the student
for a specific occupation,

Teacher=-Coordinator is the vocational agriculture instructor who has the

responsibility for teaching the related instruction and for coordina-
ting the cooperative occupational experience,

Training Agreement is & document listing the texms of employment of a

trainee in an approved Training Station, This is sometimes called
a "training memorandum" or “memorandum of agreement."




- Iraining Plan refers to a listing of the activities in which the stu-
dent will be engaged at the training station. In addition, there
appears & listing of the information that should be taught in the
related instruction class., It is also referred to as the "training’
outline” or *course outline,"

Training Statiod is the agriculture business or firm in which %he stu-

i dent will work while participating in the cooperative occupational

% experience program. This sometimes is referred to as a “training
center,"

HWork Permit refers to & certificate generally issued by the local

| school which certifies tiie age of students whe desire employment
while enrolled in schooi., It is sometimes referred to as an "age

certificate," _

Questions to Consider before Adqpting;Cooperative Occupational Expcrience

Cooperative cccupational experience can be successful only when
certain basic conditions exist in the school. and communit o If these
conditions are not present when the program is organized, there must
be positive assurance that they will be attained within a reasonable
amount of time,

T e o s My AT oS PPt 0o Rt b o Bos g

Since determining these factors requires considerable study and
appraisal of the locel school and community conditions, it is suggested
that the vocational agriculture teacher-coordinator and school adminis-
trators begin evaluating the strengths and weaknesses of the situation
long before the final decision is made to utilize cooperative occupa-
tional experience.

e e ———————

Some basic questions to consider are:.

. e kmm

1. Does the philosophy of the school recognize the value of coope-
i rative occupational experience?

Not only the school administrator but the entire school staff
should understand and appreciate the values to-be derived from
i ccoperative occupetional experience. Often certain administra- ,
i tive personnel and faculty members believe ccoperative experience :
5 terds to disrupt school activities which to them seem more ;
? valuable. In most cases this is due to a failure to inform these H
5 persons of the values and objectives of the program. It the
Leacher-coordinator with the help of the local administrator

! develops with the entire staff a positive working philosophy
toward cooperative occupational experience at the time the
program is being initiated, one of the most disturbing cbstacles
to the success of the program will be eliminated,

e vt s v et i . o

g e

| SR

|
l

T . - - o 1



\n

2. Will there be & sufficient number of interested students to
utilize cooperative occupational experience?

; Although cooperative occupational experience is adaptable to a

! spaller number of students than would be enrolled in a normal

« class, there should be a sufficient number of students to justify

' . the time and effort needed to plan and conduct properly this
phase of the program. In some smaller schools, it is conceivable

‘ that & program would be initiated with only five students.

i However, most schools should have a potential enrollment of 12 i

to 15 students to be placed in cooperative occupational experi-

ence before the final decision to provide this type of
cscupational experience is made. )

3. Is the commnity suited to a progrem of this type?
Much of the success of this type of program hinges on the quality

of experience that is given at the iraining station. The follow-
ing questions should be answered relative to the commnity:

! a. Does the commmnity have a sufficient number of agriculturel
; businesses or firms that can provide training stations?

b. Can the potential employers be interested in the program
and persuaded to give it adequate support? 1

c. Are the conditions at available training stations such
’ that the students can be employed thraughout the year or of
4 su{ficient duration of time to obtain experience in all
phases of the business? 4

d. Will the available training stations provide the students
+h the experience that is closely related to the
instruction provided at school?

Cooperative occupational experience can function successfully in
schools located in small commmnities, but the task of locating desirable
training stations is much easier if the population eenter where the
school is located is at least 2,500. It mst be reslized that many of
the students will not he permanently employed in the local community, so
the lack of opportunities for permanent employment in the immediate
commnity should not be considered detrimental.

i emer— ees
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6
ggiectives and Advantages of Cooperative Occupational Experience

Before considering the utilization of cooperative occupational
experience, all persons involved with this phase of the program should
become familiar with its objectives. Some suggested cbjectives are to:

1. Prepare eech student for gainful employment in an occupation
in his field of .interest. . . .

2. Provide students the opportunity to explore agriculturally
related jobs in order t¢ increase this knowledge and vorational
competence.

3. Provide students an opportunity to gain a sense of responsi-
bility toward a job.

#, Provide students an opportunity to develop positive on-the-
Jjob personality traits.

5. Provide students-the opportunity 'to. e.pbly in practice the
theory and knowledges gained in the classroom.

6. Provide students the opportunity to learn to coopecrate and
work with fellow employvees.,

7. Provide students an opportunity to gain knowledge ond experi-
ence in aspects of the job not availdalbe at the school.

The abcve objectives indicate same of the many advantages acecruing
to students through a cocperative occupational experience program. The
program aiso benefits employers in that they have the opportunity to
share in the educational growth of the students. An employer has the
opportunity to discover promising candidates for permanent positioms
and to enjoy the advantage of a better trained worker., Some emplcyers
will permanently employ students after graduation if it means closing
a training station. This is important when training stations are

limited in number.

Other inherent values in cooperative occupational experience benefit
the school. For instance, the facilities and counsel of the agricultural
businesses and firms are placed at its disposal and the program provides
an opportunity to develop mtuasl understandings and improved relations.

The vocational agriculture teacher-coordinator also profits from
a program of this type. As he supervises the students placed in the
various agricultural businesses or firms, he sees and learns new tech-
niques and procedures as they are introduced. As he evaluates the
abilities and shortcomings of the students in hiz classes, he can adjust
the course content and teaching procedures to keep up to date with the
newly developed procedures,




f Steps in Initiating Cooperative Cccupationsl Experience

1.

2.

3e

Se
6.
Te

8

15.
17.

The following steps are suggested as an orderly mearz of insugu-
rating & program of cooperative occupational expariencs, It iz
recognized that conditions will vary in each location and that it may
e desirable in some communities to foliow a different sequence than
is suggesi-d. Only under unusual conditions, however, should any one
of the steps be eliminated. (A more zomplete discussion of the listed
steps is found in the remaining sections of this publicabion,)

The vocational agriculture instructor and appropriate school
administretors (including the superintendent) should discuss
the program and agree on the organizational procedures which
should bhe carried out,

A local survey should be made to determine the number and kinds
of agricultural tusinesses or firms tha% are in the community.

The vocational agriculture instructor should make a gpreliminary
survey of the high school student body to determine the number
of prospective students.

The state vocationel agriculture division should be contacted
for any assistance they may be atle to offer.

A consulting committee should be appointed.
The program should be promoted.

The school should develop and adopt & nolicy statement to serve
&8 an operational. guide for the admiuistration of the program.

Arrangements for the necessary fecilities and equipment should
be made,

Students should be selected.

Training stations should be selected.

Students should be piaced in training stations.

The training plan and agreement should be developed.

The necessary forms and certificates should be completed.

Arrangements should bc mede with the school administration
concerning class schedules, travel allowance, instructional
materials and other factors so that an adequate jcb of coordi-
nation can be accompliished.

The necessary records and reports should be maintained.
Students should be "followed-up" upon graduation,
The program should be evaluated.




DEVELOPING LOCAL POLICIES CONCERNING OCCUPATIOMAL EXPERIENCE

A written locel policy statement should be developed to help in
adninistering the off-farm agricultursl occupational experience phage of
the vocational agriculture program, Many existing prograas have some
type of written policy concerning the tctal program, but the specifin
policies dealing with occupationsl experience, particularly those in
off-farm agricultural occupations, are guite limited, This section i3
to serve as & guide for local teachers and administrators in the devel-
opment of policies and procedures concerning cooperative occupational
experience in off-farm agricultural occupations. It should te under-
stood that these policies are & part of those governing the total

vocational agriculture program, which in turn is a part of the total
school policy.

Need and Value of Iocal Policies

Past experiences nave shown that the time and effort spent in the
development of local policies pay dig dividends., Some of the specific
advantages of a written local policy statement are:

1. It maintains operational stability--policy dces not change
when there is an administrative or board membership change.

2. It provides a sense of security to all those involved in the
program,

3. It provides for more efficient use of time, money, and effort
in the administration of the program.

4, It facilitates decision-making,

5« It minimizes inconsistency in decisions by dtfferent adminis.
trative agents on similar problems,

6. It provides a basis for evaluation.
7. Makes known the intent of the school board toward the progran,

‘ The follcwing points should be kept in mind when developing local
policies for cooperative occupational experience in off-farm agricultu-
ral occupations:

1. Policies should meet the minimum standards specified in the
state plan. (This applies to such areas as length of class-

rocm)instruction, length of training period, size of classes,
ete.




2. DPolicies shourfl be in compliance with existing school policies.

3. Policies should comply with local, state, and federal labor
regulations. (This is of extreme importance concerning working
hours, age of students, wages, standards of supervision, and
provisions for student safety and liability.)

k., Policies should be developed cooperatively by the teacher, admin-
istrator, and school btoard.

5. Final approval of all policies must be made by the Board of
Education. Make sure there is written evidence of the official
board action (board minutes, special resolution, etc,)

6. Copies of the approved policies should be made available to those
affected by the progranm,

What To Include

One characteristic of local policy statement is that it considers
local conditions and needs. For thls reason, it is impossible to list
all areas that should be included in all local policy statements. How-
ever, there are certain items that apply to most of the programs providing
cooperative occupational experience in off-farm agricultural occupations,
The items discussed below are common to most vocational agricuitural pro-
grams providing this experience., This list is not meant to imply that
all schools should develop policies for each item, but rather it is
intended to serve &s a guide for the local teacher and administrator in
developing policies and procedures, It is also quite possible that
policies will need to be developed in areas not presented here, It
must be remembered that many of the policies and procedures developed
for cooperative occcupational experience will be determined by the state
plan. The teacher-coordinator and administration should become familiar
with the state plan before policies or-procedures for the operation of
& local program are developed.

The following items should be considered when developing local
policies or procedurea:

Tine Provided for On-The-Job Instruction: Policies and procedures in
this aree deal with the amount of school time provided for on-the-job
instruction and the total number of hours per week students spend in
the training station. Students employed in occupations governed by the
Us S. Fair Labor Standards Act may spend as many hours at the training
atation as approved, providing these hours, plus the hours spent in

—_ e S g —trr—p— = -
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regular classes in school do not exceed 40 hours per week. Students
employed in occupetions which do not fall under the jurisdiction of
the U, S. Feir Lsbor Standards Act are under the jurisdiction of state
and local lsbor laws. If these restrictions are stricter, they take
precedence over the Fair Labor Standards Act.

If possible, some amount of school time ghould be provided for on-
the-job instruction at the traiaing ctaticn. The amount of time provided
will vary with the situaticn, If adequate experience can be gained
after school hours and during the summer, no school time needsg to be
provided, However, it appears for most occupations, some amount of
regular school time (generally one to three hou.rs) should be available.

Age of Students Enrolled: Since most students will be employed in occu-
pations with established minimum age limits, definite policies and .
procedures concerning the age limit of students to be enrolled should
be developed. In most states,the legal employment age is 16, and most
schools setthis as & minimum &ge. Certain jobs directly related to farm
work have lower limits in most states, and in some cases exceptions are
made in farm related occupations.

Selection Standards for Students: Cereful selection of students is a
must becausé of the specialized nature of the instruction, and the direct
involvement of the school, represented by the student, with the community,
represented by the empioyer. Enployers desire students with certain
attributes and skills. Unless the student interested in preparing for
an occupation has the ability and aptitude for it, the time of the
teacher, employer, and student will be wasted. IFolicies and procedures
dealing with qualifications of students and selection procedures are
essential.

Student Wages: Experience has shown that students should be paid for
their work on the job at about the same rate as other employees of the
same age and/or experience, Many students will be working in occupations
governed by minimum wage laws, however, local policies should be devel-
oped to insure that all students enrolled in the program will be
compensated for their work,

Length of Training Period: The total hours spent on the job and the
length of the training period needed will vary considerably with the
type of occupation. Some occupations may require 12 to 18 months of
on-the-job experience totaling well over 1000 hours, while others may
develop the needed proficiency in three months' time with under 500
hours of actual on-the-job experience., ILocal policies should reflect
the standards needed to adequately prepuare students in the occupations
for which training is provided,

-
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Responsibility for Student Safety and Liability: Students enrolled in
cooperative work experience programs are involved in experiences and
activities not generally associated with regular high school students.
For this reason, definite policies should be developed spelling out
specific responsibilities and liabilities of all those involved for
items such astravel to the training station, and working after school
hours.. : : .

Student Training Flens: The value of written training plans for each
student is quite apparent. Written policies or procedures shel4 be

developed to guide the development of these plans in regard to, when

to develop, what to inciude, and who shall receive them.

Length of Classroom Instruction Periods: The policies or procedures

should reflect the standards required to adequately offer the related

instruction necessary to progress in the occupations for which training
is offered.

Content of Related Classroom Instruction: Policies and procedures

developed in this srea should deal with the methods to be used to insure
that both instruction basic to all students, and specific instruction
applicable to the individual student's job is provided.

Minimum and Maximum Size of Classes: The type of instruction offered
in courses providing training in off-farm agricultural occupations
differs from that provided in regular academic classes. Therefore,
local policies should be developed which take the special nature of this
type of instruction’into account. As a rule, classes should be smaller
than the normal academic class, Most teachers prefer & maximum of 15,
or in some cases 20 students per class. The minimum class load will
normally be governed by existing school policy and the mimimum class
load eligible for reimbursement.

Facilities and Instructional Materials: Folicies and procedures should
be developed to insure that the classroom facilities and instructional
materials provided are adequate to meet the needs of the program. This
would include provisions for items such as satisfactory classroom, office,
conference room, budget for classrosm equipment, and reference books and
meterial. In some cases policiés and procedures can be developed cone
cerniag the use of materials and equipment to be furnished by the
trairing stations where students are employed.

Supervision by Bmployers: The employer plays & definite role in the
training of -t%e student, Policles and procedures should be developed
that will specify the type of person responsible for on-the-job training,
type of instruction to be offered by employers, method of offering
instruction, and responsibility for rating students,
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Supervision by Teachers: These policies and procedures should reflect
the responsibility of the vocational agriculture teacher in regard to
his role in supervising the student while at the training station.
Items such as time of visits, and working with the employer, should
be included., )

Time and Travel Allowences for the Teacher: Considerable travel on

the part of the teacher is necessary to supervise and coordinate the
program acequately. In most case$ this will necessitate the arrangement
of the teacher®’s schedule to provide school time for on-the-jcb super-
visicn and coordination., Policies and procedures should be developed /
which make provisions for the time the teacher will have available for
supervision and coordination, and also the means by which the teacher
will be reimbursed for his travel-expenses.

f Administrative Relationships

To aid in the administration of the program and to enable the
teacher to f'mction in the proper administrative framework, policies
and procedures should be developed that specify the relationships and
responsibilities of those involved., These policies should enable
anyone from the superintendent of schools to on-the-job instructors
at the training station to determine relationships to other staff and
administrative members. ‘

Einancigg_the Iroggam 1

Policies and procedures in financing should reflect the intent of
the school to provide adequate financial support to the program. This
would include provisions for yearly expenditures for books and references,
equipmert, supplies, teachers' travel, and miscellaneous costs associated
with the program.

Orﬁanizi§§>and Usiggﬂg Consultiqg Committee

The value of a consulting committee is well known. Local policies
and procedures should be developed which make provisions for organizing
and utilizing such a committee, Items such as selection of members,
term of appointment, number of meetings, relation to other cormittees
of the school and areas of responsibility may be included.

" Others

" Policies and procedures in other areas such as conducting community
surveys, promotional activities, selection of training stetions, assigne-
ment of students to training stations, student evaluation, records and
reports, student follow-up and program evaluation should ilso be estab-
lished. An indication of the nature of the policies and procedures that
may be developed in these areas can be gained from reviewing the sample
policy statement located in the Appendix and by referring to the specific
sections on each of these items found elsewhere in this publication.

. e s w e ww
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UTILIZING A CONSULTING COMMITTEE

A local consulting committee can be of much assistance in planning
and conducting ccoperative occupational experience in off-farm agri-
cultural occupations. Few yvocationsl agriculture teachers have the
[ background to conduct an effective training program without the knowledge
and assistance. that is availsble frcom personnel directly associated With
these sgricultural occupations. Activities may be coordinated effectively
through a consulting committee which provides a vital link between the
school and the c¢ommunity.

Purposes of a Consulting Cormittee

In every community, the needs and objectives of the vocational
; agriculture program will vary. It is the main purpose of an consulting
conmittee to assist the vocational agriculture teacher-coordinator in
developing a program that will meet local needs. llore specific purposes
are:

1. To provide a link between the school and community.

2. To give prestige to the school, community, end vocational progran.

, 3. To give the school an opportunity to explain the objectives of
b the education program. -

Lk, To bring about a close relationship between management and lsbor,

5. To provide an opportunity to study the educational needs in the
community.

: 6. To provide a sounding-hoard for new policies and procediwes,

7. To help gain support for the program.

Organizing a Consulting Committee

i s Bt e e e g ot AR <

I1 schools where an agricultural consulting committ=e is already
established, the existing committee may ve utilized to work with the
off-farm occupational experience phase of the program. A special commi*.
tee may need to be appointed with responsibility in this area in some
instances. '
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Schools with no existing consulting committee should organize one
to help study the feasibility of offering trairing in off-farm agri-
cultural occupations.

The following discussion is presented as suggestions to follow in
organizing & new consulting committee or reorganizing existing commit-
vees so they may be of utmost value in giving guidance and direction to
the off-farm cooperative occupational experience phase of the program,
Further information concerning the use of consuliing committees can be
obtained by referring to the publicetion entitled Policy and Adminisire-
tive Decisions in Introducing Vocational and Techincal Education In
Apriculture for Off-Ferm Ozcupations which is available from The Center.

Policy Authorizing Committee

The first step in organizing consulting committees is the adoption
by the school board of the policies under which the committee will be
set up and operated, ter rules should be adopted by the committee for
carrying on its work consistent with hoard policies.

Qualification 9}‘_ Members

1. Hembers should be well-known lcaders in their varticular
businesses, '

2. They should be genuinely interested in the problems of the
school systenm,

3. They should be representative of managemenc, labor, agriculture,
and the genersl public,

4, They should heve the necessary time to devote to committee work,
2. They should possess desirable personel characteristies such as
integrity, responsibility, mature thought and action, open-

mindedness and constructive attitude,

Size gg Committee

A good working committee should consist of approximately five
to nine members.

Appointment gg'Members

Recommendations for membership to the committee should be made by
a selection committee which is thoroughly acquainted with the work the
consulting committee would do. This committee should consider the above
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mentioned qualifications and/or other criteria specified by the school

board. The approval of cormittee members should be made by the school

board. After the superintendent has informed members of this appoint-

ment, the teacher-c~ordingtor should visit them and explain the purpose
of the committee and inform them of the date of the first meeting.

Term of Appointment

Members should be appointed for a2 2efinite term (usually from one
to three years.) It is advantageous to stagger the terms of appointment
so that there is always an experienced member on the committee. This
also has the distinct advantage of bringing in new members with new
ideas and enthusiasm into the committee each year. When the committee is
first organized, one-third of the members can be appointed for one year,
one-third for two years, and one-third for a full three-year term. A
very successful way tc determine the length of appointment is to hold a
drawing for the various terms after the members have been determined and
before their appointment is made. Many boards adopt policies to provide
that members cannot be reappointed until after a years absence from the
committee.

Working with Consulting Commitiees

In working with consulting committees, it is necessary to keep cer-
tain guiding principles and methods in mind for a successful committee,
Some of these are:

1. The members serve on & voluntary basis; therefore, they should
not be expected to carry out long, detailed work assignments,

2. School officials should acquaint committee members with the total
offerings of the school.

3. Informational material should be put into the hands of committee
members. This material should include pertinent releases and
publications of the local board of education, state department
of education and the U, S. Office of Education.

i, Meetings should be scheduled regularly. Most successful commit-
tees meet monthly. Some committees adopt a policy whereby at
the request of school authorities, chairman of the committee, or
any three members of the committee, special meetings may be
called.

S» If possible, committee meetings should be conducted in the same
building in which the training program is held.

\ | —
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The director of the vocational division of the local school
system should be in attendance at all the meetings possible
for him to attend.

The vocational agriculture teacher-coordinator should be pre-
sent at all meetings,

Complete informetion on the financing of the vocational agri-
culture program should be given to 2ll members.

All members should be advised on existing and pending voca-
tional legislaticn.

Copies of minutes of meetings should be given to all committee
members. School officials should have a complete file of the
mianutes of committee meetings.

All members should understand that they are serving in an
advisory capacity and have no policy-making autaority. They
m&y recommend policy but never make a policy.,

Tne skill with which the organization and work of the consulting
comnittee is managed by local school suthorities will, in a large mea-
sure, determine the benefits that may he derived from it. In this
connection, it may be vell to keep in mind possible pitfalls that
may te encountered.

School authorities should not:

1.

2.

3e
4,

De
6.

Te

8.

Become members of the comaittee as they are the recipients of
the coomittee's counsel

Permit the committee to become administrative in its function
Conceal facts pertairing to a program from the members

Enter into labor-management controversies

Fail to keep a copy of the minutes of each meeting on file

Teke action within the realm of the committee's advisory
function without first consulting with the committee

Fail to recognize publicly the value of the consuliing commitiee

through news releases and other means

Permit the committee to function outside the policies for its
operation developed by the school board

'
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Committee Meeting_q.

Consulting comnittees organized for the first time will normally
meet several times during the first year. This will be determined by
the regular meeting scheduie and the need for special meetings. The
committee should never be called tcgether unless there is a definite
nurpose that justifies the meeting.

1t is important that the committee meetings be well organized and
conducted in a business-like fashion. The local vocational agriculture
teacher-coordinator should record itemg to be included on the agenda
as they become apparent during the performance of his regular duties
between committee meetings, Committee members may also wish to suggest
items to be discussed at regular or special meetings.

The vocational agriculture teacher-coordinator should take the
initiative in planning the agende for the first meeting., Below is a
sample of an agenda for the first mesting.

1. Introduction of all members

2. Appointment of a temporary chsirmen

3. Election of @ permanent chairman (never the vocational agri-
culture teacher-coordinator)

4, Election of a secretary. (The local vocational agriculture
teacher-coordinator maey serve in this capacity.)

5. Explanation of the program and the need for consulting committee
6é. Functions of the committee

7. Responsibilities of the committee

8. Terms of appointment

9. Selection of time and place of meetings
10. Other business
1ll. Adjournment

12. Refreshments
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Other meetings should also have a planned agenda. A written
announcement listing the main items to be taken up at the noxt meeting
should be sent to each member one week before the meeting date. This
will enable members to be prepared to discuss the items on the agenda.
It will also help insure good attendance. Regardless of whether this
method is used or not, all members should be notified of committee
meetings one week in advance, A telephone call on the day of the
meeting would also be beneficiai,

In determining the items that should be included on a consulting
conmittee's agenda, the following tests should be met:

i, Is this a real problem?
2., Is this a problem which the school earnestly desires to solve?
3. Will the school use the comnittee's recomendations?

k, 1Is this question one in which the committee is interested or
one in which it can become interested?

5. I8 the committee competent to discuss and make recommendations
on this type of problem?

6. Do members have sufficient knowledge of facts and background
information to make worthwhile suggestions?

Duties and Functions of the Comittee

The following list indicates some of the areas in which a consult-
ing comnittee may be of help in plennirg and conducting cooperative
occupational experience in off-farm agricuitural occupations:

l. Locating treining stations

2, Determining course conteat

3. Determining community situations and needs

4. Publicizing and promoting the program

5. Evaluation of the program

6. Developing employment opportunities

7. Providing guidance in wage and howr problems
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8. Setting standards for student selection

9. Selection of classroom equipment

10, Setting local training standards
11, Selecting and developing instructional materials
12, Conducting a community business survey

13. - Securing resource personuel for classroom instruction

14, Assist in adapting the program to new and changing conditions

—— L S g A,
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CONDUCTING A COMMUNITY SURVEY

A survey of the agricuitural businesses in the community is of
prime importance in establishing an effective cooperative occupational
experience program. This survey will determine the number and the
nature of the training stations available which is one of the most
jmportent criteria in determining whether to provide this type of
occupational experience.

Most vocational agriculture instructors located in small commun-
jties can compile a list of the agricultural businesses or firms;
however, in larger communities, it would be impossible to list all of
them without assistance. There are numerous ways to get agsistance
in locating these businesses or firms. Most of them will be listed
in the yellow pages of the telephone book. A directory to the yellow
page titles relating to agriculture is found below. Other sources
such as the Census of Businesses, the local chamber of commerce, locei
iabor office, civic clubs, and other professional organizations can
be a valuable aid in completing the list.

Telephone Directory Yellow Pages Titles Relating to Agriculture

Accountants Grain

Adjusters Hatcheries

Advertising Agencies Horses

Agricultural Chenicals Insecticides

Ammonia Insurance--Agriculture
Appraisers Irrigation Companies
Artificial Insemination Landscape Gardeners and
Associations Contractors

Auctioning Lawn Mowers
Bacteriologists Tivestock Breeders, Feeders,
Banks Hsuling

Beans Meat

Beef Meat Packers

Bees . Milk

Blacksmiths Milking Equipment and Supplies
Bookkeeping Service Newspaper

Canners Processing

Certified Seed Produce=--Brokers, Shippers,
Cooperatives “holeseale

Custom work : Property Manasgement
Dairies Publication, Research

DHIA Testing Supplies

Eggs

Electric Light and Power
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Engineers (soil) Pumps
Farm Equipment Radio
Farm Mansgers Real Istate
Feed Railroads
Fertilizers Resorts
Florists Schools
Flow Mills Sheep
Food Processing Spraying Equipment and
Forest Products Supplies
Frozen Foods Spraying Horticulture
Fruit Tillage
Garden Equipment Tree Service
Gerdeners Turkeys
Golf Courses Vegetables
Govermment Veterinarians
Wool

The abuve list may not include all firms, businesses and companies
in communities having positions in vhich employees need competencies
in agriculture.

The Business Survey

(nce & complete 1list is compiled, a more detaliled picture of the
business must be obtained, This will necessitate & survey of ecch
business or Zfirm to obtain detaiied information about it. In some
instances the local teacher will be familiar encugh with the business
or firm to provide the necessary information, but for the most part
it will require conducting a personal interview in each firm. Before
this is done, the vocational sgriculture teacher-coordirator should
construct & form providing for the information needed. #ollowing is a
list of some of the more important items that may be included in a
survey of an agricultural business or firm:

1, Willingness of firm to cocperate by providing training students
2. Minimm wase availablc 67 student workers

3. Existence of labor unions or company policies prohibiting the
hiring of student workers.

4, Main function of the firm
5. Total number of employees

6. Classification of employees (professional, skiiied, eic.)

7. Number of Jobs available.
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8. HNumber of new positions available five years from now

9. Workmen's compensation and other benefits aveilable to student
workers

10, Willingness of a representative of the firm to serve on an-
consulting committee.

1l., Maximum wage student workers can receive
12, Names of personnel capable of serving as on-the-jobt instructors

13. Name of person to contact for future meetings

Conducting Personal Interviews

If there are a number of agricultural firms or businesses in the
comunity, it may be difficult for the vocational agriculture teacher-
coordinator to conduct all the interviews without help from others.
When several interviewers are working, it is important to eliminate
differences in the resuits obtained by various persons. To & large
extent, differences can be attributed to a lack of preparation by the
interviewer as to the basic techniques and procedures of interviewing.

The points listed below are intended to serve as guides to prepare
an individual for interviewing persons in managerial or personnel posi-
tions of firms, businesses, industries, agencies, or crganizations
employing agricultural workers:

1. The desired data necessary to complete survey forms can best
be obtained from persons in a position to be thoroughly
familiar with the characteristics and requirements of all
positions. The interview should be obteincd Irom a persch
in s mahagerial position. It is best to obtain an appoint-
ment in advance in order to interview the person who could
provide the desired information.

2. ‘The interview should begin by:

a. Introduce yourself, briefly stating why you are there,
Mention the school and other organizations that have
approved the survey. Some coordinators have found a
calling card is very beneficial, This puts your name

, before the person and helps you to become acguainted.
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b. Explain the purpose and objectives of the survey.
An example of an introductory statement is:

"I am , teacher-
coordinator of vocational agriculture at
High School. Tne local high school has plans for
initiating 2 cooperative occupational experience pro-
gram in agricultural occupations. We feel a program
1like this will ensble your firm to play a definite roie
in educating the boys and girls of our community and in
return, will be of potential benefit to you. Before
beginning this program we need to secure factual infor-
mat?on from the people who may be directly involved in
it."

s. Note about how much time you would like, If the size of
the task leter becomes more time-consuming, tae person
being interviewed will be acquainted wita tne tasi and in
most cases in sympathy with the need for more ¢ime.

d. Give a general idea of what use will be made of the data
collected. Develop & brief recogmnition of tnc need for
vocational training of our youth. Try to develcp a
sympethetic attitude toward this survey eifort.

An interview should be conducted in a location which is cone
Guctive to effective interviewing. An office away from
distractions of tine business is very desirable.

Rapport is essential for effective interviewing — Good
interviewing relations exist when both the interviewer and
tne interviewee feel rclaxed and at case.

It is desirable to "keep out" of the interview as much as
possible, It is natural to "want to help" in determining thne
responses to some questions, but remember that the validity
of the results decpends on the informetion provided by the

employers.,

It is best to follow the interview form from top to bottonm
as closely as possible.

It will be necessary to define the meaning of some of the
auestions on the form, so it is imperative that you become
thoroughly familiar with all points of the instrument. As
the interview progresses, a description of the program can
be presented.
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. 8. Responses should be recorded as clearly and concisely as
possible.

9. The interview should be terminated by thanking the interviewee
for his time and information, assuring him of the usefulness
of the date supplied.

Ask the interviewee for his cooperation at a future date if it
should be necessary to get additional information.

The Survgx Form

The form used by the interviewer should be designed to obtain all
the information that is needed in the least possible time and with the
least possible confusion. After the vocational agriculture teacher-
coordinator has determined the information that should be gathered from
the survey, he should construct a preliminary form. This form should
be administered on a trial basis to determine if revisions need to be
made before duplication in its final form.

A sample form for surveying the agricultural businesses in the
comnunity is found on the following page. Other forms designed for
the same purpose are located in The Appendix,
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High School
Vocational Agriculture Depzrtment

OCCUPATIONS SURVEY OF JOB OPPORTUNITIES AMD TRAINING POSSIBILITIES*

Interviewer Date
1, Official name of establishment
2. Address
3. Name and title of person interviewed

10.

Estimatad percent of gross income that is agriculturally oriented
Number of years company has been in business

In reference to company policy, can this firm hire high school age personnel
Do you have a minimum wage? If so, what?

Is there a labor union in the firm?

Would youz firm cooperate xzs a training station for high school students?
Yes___N post-high school students? Yes__ No___. If yes, what specific

Jobs? Job Approximate number of weeks

student could be emploved

Main function(s) of this company:

Manufacturing Specialized Agriculture
Processing Recreational Activities
Sales Professional Services
Sarvice Other

Total number of employees: Male Female

Classification of employees:

Type of Job Number employed . Level*
Now Next S years

Does company plan an expansicn program within the next 5 years? Yes___ No
If yes, what new jobs will be created?

Would you be willing to serve on a consulting committee for this program?__

Would a student employee be insured by your company?

What background training is needed for student employees?

Could this school offer classes to help your émployees?
What classes specifically? ’

*Level-~1. Professional, 2. Technical, 3. Agricultural Service,
4. Managerial, 5. Supervisory, 6. Sales, 7. Clerical, 8. Skilled,
9. Semi-skilled.

*Adapted from the Handbook for Developing and Operating Aqricultural Occupations
Programs. <Colorado State Board for Vocational Education
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PROMOTING COOPERATIVI: OCCUPATIONAL EXFERIENCE
IN AGRICULTUI'AL OCCUPATIONS

Informing the public regarding cooperative occupational experience
in agriculture is as much a part of the teacher-coordinator's job as
selecting training stations, counseling with students, and classroom
teaching. Well-planned promotional activities increases interest and
secnn 22 the cooperation of students and the public in helping make the
program a success.

Advertising and promoting the program is the first phase the teacher-
coordinator will handle. School personnel, students, parents, and
businessmen must understand the objectives, advantages, and operation of
the program. The teacher-coordinator is the logicel person to supply this
information. After the program is in operation, he should also keep the
public informed to keep their interest and cooperstion at a maximum level.

In order to reach the maximum rumber of veople, it is recommended
that the vocaional agriculture teacher-coordinator use all the news media
available. These can include radio, television, newspapers, school
publicaticns, personal letters, assembly programs, talks, speeches,
exhirits, banquets, and other media.

Newspaper, Radio, and Television

All teacher-coordinators should use the newspapers, radio, and
television stations, serving their areas. Several times during the year
the teacher-coordinator should release announcements, news items, and
interest stories sbout tre program. In some cases, the copy will have to
be prepared by the teacher-coordinator. After the copy haz been prepared,
it should be sho'm to the proper administrative personnel for approval.
The followin; >re suggestions for the teacher-coordinstor in pruparing

20DV

1. There are two types of articles: news stories and feature
stoeries, The feature story differs from the news story in
that it usually emphasizes the "human interest" element.
Both types of articles are necessary to properly inform the
public of school activities.

2. Both types of stories on vocational progreams should be factual.
Let the facts speak for themselves. The writer should never
attempt to "color" the story by injecting his own opinions.
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3. If the teacher-coordinator feels that an article requires a
certain amount of "editorializing," he should make sure that
the comments come from some person of authority other than
himself, and he should use "quotes" in all cases. For example,
the following statement in a newspaper article has far more
weight than any number of editorial comments made by the coor-
dinator: "In discussing training for off-farm agricultural
occupations before the Businessmen's Luncheon Club, Superin-
tendent Brown said, 'We feel that this program does much to
bridge the wide gap that separates the school and agricultural
business and industry.' "

4, A good news story seldom starts at the beginning and works toward
the climax as is done in fiction writing. Tae opening paragraph
is the most important, and should contain the meat of the story.

5., The opening sentence--or at least the first paregraph--should
answer the following questions: Why? What? When? Where?

6. Sentences, paragraphs, and even words must be short for easy
reading or listening.

7. Use action verbs. The active voice is more forceful than the
passive voice. “Students receive training certificates" is
better than "training certificates are received by students."

8. There should be & "follow-up" story for most news items released
about the program. The announcement that the school has inau-
gurated a training program in off-farm agricultural occupations
should be followed within a reasonable length of time by a
story on enrollment, placements, and other data about the pro-
gram. Likewise, an item such as the "Agricultural Occupations
Students Plan Buployer Banquet" should be followed by "Students
Honor Employers at Benguet" when the function takes place.

9. 200 much publicity is worse than none at all. Avoid the use
of "ballyhoo" and publicity stunts. Do not mislead the public
into expecting more of your program than can possibly be
accomplished.

10. Clear all publicity releases through the proper chaunels.
Learn the school policy regerding publicity and adhere to it.

11. Miscellaneous suggestions on preparing copy:

Use a typewriter

Dodble-space

Do not write the headlines

Indicate who prepared the copy--it will assist the editors.
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In addition to news stories and ammouncements there are many
opportunities for storics which may be used at various times throughout
the school year and which may Le classed roughly as feature stories.

This type of article is much ziore difficult to compose than "spot"

news and should not be attempted by the teacher-coordinator unless he
possesses an ability to write and is experienced., However, material on
suitable subject matter may be prepared by him to be rewritten by writers
-on the.local paper.

Some subjects for feature stories are:

1. Student interviews, including photographs of the students at
work

2. Employers' views on agricultural occupations training
3. Unusual or outstanding training situations

4, Guidance values of agricultural occupations training
5. Avwarding of anrual training certificates

6. Student views and reactions on working in an agricultural
occupation

7. The place of the FFA in preparing for agricultural occupations

8. Work experience as a high school requirement

9. How agricultural occupations students invest their money
10, Interesting follow-up data
1li. Presentation of recognition certificates to cooperating employers

12. On-the-job instructors enrolled in special class

By-and-large, news media are anxious to obtain copy on subjects like
those ilsted above and usvally have at least one staff member who specia-
lizes in this type of writing. The public is interested in its schools
and enjoys reading or hearing about them, especially if the stories con-
tain & liberal sprinkling of familiar names and places, and emphasizes or
features the achievements of the ycuth of the community.

L T S
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Sampl.e News Stories

The following skeleton news stories show how stories of this nature
may be constructed. These are only presented as guides and in some cases
they will heve to be changed to meet the locel situation.

Introductorz;ﬁrticle

Agricultural Occupations Program FOR IMMEDIATE RELEASE
Mr. John Doe

Vocational Agriculture Instructor

March 15

According to , Superintendent of

Schools, a new on-the-job training program ror high schcnl students will

be launched this fall av High School. An "Off-

Farm Agricultural Occupations” curriculum has been developed by

, Agricultural Occupations Teacher-Coordinator

in cooperating with the vocationel agriculture consulting cormittee ang
school officials.

This program will give students an opporturity to spend part of their
school time in on-the-job training with locel agriculitural business and
industrial firms. Students participating will erroll in regular high
school courses, including one period of related agzricultural instruction,
during which time they will study information reluted to their cn-the-
job training. They will spend three hours each weekday on the job,
learning the skills and management practices involsed, under the guidance
of a skilled instructor selected from the firm in vhich the student is
workinge.

This phese of the vocationel agriculture program is designed to offer

training to all high school students who have an interest in an agricul-

tural occupation. This training can leed to in-school emeloyment and
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immediate employment after completion of the high school program, or serve
as a background for post-high school study.

A survey conducted recently indicates ag-related businesses
number
in the area, of these firms are interested
Town iumber
in employing & student trainee, Further information coacerning the progran

may be obtained by contacting Mr. » Vo-Ag. Instructor, or

Mr, » high school principal.

Consulting Camittee

A picture of the comnmittee
members is recommended
hers

The nine community lesders in business, labor, education, and agricul-

sure named to the High Schocl Vocational Agricultural

Consulting Committee are: (Plctured cbove L %o R)

b

(Reme) (Occupetion or business name)

. c
3 9 Iy ¢4

» .
3 b

-

s and ’ local R 3

These men will advise Mr. » Vo-Ag teacher-coordinator

in planning and conducting the off-farm agricultural occupations program.

They were approved by the School Board at its meeting,

evening, and will serve from one to three-year terms.

(day)
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Student at Work

Picture of Trainee cn the Job

s Student Trainee, on the left, performs

»
B an SR e, P e W

a part of Liis job as while 5
{job or position)
| on-the-job instructor, supervises. is one of the ]
(boy's Tirst naume;
trainees from the High School Agricultural Occupations
: (School)

| class. He and his classmates spend one-half of the school day in regula=

academic study, including vocational agriculture, ZEach students spends

| three hours during the school day at the training station.

s Vo-Ag instructor at High School, is coordinator

of the progrem which is designed to offer training for gainful employment

in off-farm agricultural occupations,

, §2eeches

The presentation of short talks or speeches to civie clubs and other
groups is an excellent way tc promote the program. This enables the
public to get personally acquainted with the teacher-coordinator and
it also gives the teacher-coordinator a chance to answer questions which
may evolve from the group. The teacher-coordinator should be prepared
1o present a talk concerning the program whenever the occasion arises.
Most groups are heppy to have representatives of the school speak to
them concerning educational problems in the community.,

In order to do this job adequately, the presentation should be
well organized and prepared. Charis, graphs and figures can be incorpo-
rated into the presentation to help illustrate and carry the program to
: its conclusion. Vary the material and its presentation to fit the group.

The following is a sample outline of a speech that is for presentation
! to civic groups, etc. This is presented as a sample and should be
‘ adapted to the local situation,

i
f
i
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Introduction

a. My relationship to school, position, etc.
b. Statement about the increased emphasis and need for
vocational education

Status of high school students

a. Enroliment in vsrious programs in school

b. Enrollment in our school, state programs, etc.
c. College-bound students

d, Drop-outs in our high school

e, What are we doing for these students?

Expianation of program under the provisions of the Vocational
Education Act of 1963,

a. Type of prograa

b. Objectives of the program

c. Explaneation of how the program operates
Possibilities of the program in our community

a. Job opportunities in the community, state, and nation

b. The number of businesses in the area related to agriculture

c. Numuer of possible training centers
d., Cost of such a program
e, Additional facilities needed for such & program

BExplain the values of the program
a., To the community

b, To the school

¢, For the employer and,

d. Most of all to the student.

Ask for their support and cooperation in helping develop this
phase of the vocational agriculture program in our community.

Summary
Question pc .4
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Recoggition Certificates

PR Y SN

An excellent way to increase interest and enthusiasm on the part of
students and employers is by issuing recognition certificates. Certifi-
cates of ccmpletion may be presented to students who have successfully
completed the course requirements and also a special vecognition certifi-
cate may be presented to the cooperating employers end on-the-job
instructors. An event such as an employer-employee banquet is an
excellent place to award these certificates, Examples of these certifi-
cates are found on the following pages. -

A

P e e

Other Promotional Activities

v - e mmee e emaeh

Numerous other activities can be utilized to help promote cooperaviv:
. occupational experience in oif-farm agricultural occupations. Some of
the other items that nay be used are:

- —— s

1. School publications or special brochures
| 2. School assembly prograuis «
| 3. School exhibits, tours and projects ; *
i, Reports at faculiy meetings :
5. Employer's newspajper ads Lo
5. A section in the school yearbcok '
7. Letters to studenis ani parents
8, Individusl contactis with students and parents

[ ]
9. Employer-employce panguets
10. Ietters of appreciation to employers ani vearents b
11. School public address system L
12, Special FFA awards for outstanding achievement in off-tarm
agricultural occupations work.

§ Mea e e mm
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Planning the Promotional Program

Needless to say, the teacher-coordinator should carefully plan his
promotional campaign rather than conduct it in a haphazard manner.
Flanning inlcudes timing, which is en essential element in effectively
promoting a program. Foliowing is a suggested schedule which a teacher-
coordinator may use in making plans for publicizing and prompting this
program. Of course, he may not (and probably should not) use all the
media listed. He should, however, consider the most feasible in his
particular community. The teacher should plen far enough in advance to
allow himself sufficient time to carry out his campaign in a creditable
manner. A suggested schedule is found below:

‘BeTore KT open- [ Duaring Once AT end
MEDIA opening ing of each during " of
of school | school Semester | year School

X X
Newspaper features X

School publications X

School assembly
programs X

Telks to civic clubs
and other groups X X

FFA activities X X

Talk to Parent-
Teacher Association X

School exhibits and
projects X X

School placards and
posters X

School public address
system X X
Employers' newspaper
"ads 1]

»s

Free radio and
television time X X

Section in school
yearbook X
Letters to students
and parents X
Employer-employee
banggpt X

Letters of apprecia-
tion to employers

and parents X
Recognition
certificates X

B T PT A —
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SELECTING TRAINING STATIONS

One of the most important factors in determining the success of the
program is the adequacy of the training station at which a student is
Placed for on-the-job instruction and experience., It is imperative,
therefore, that definite consideration be given to the selection of
training stations before students are placed for occupational experience.
The survey of the agricultural businesses and firms in the cummunity,
explained earlier; should provide a good list of possible training
stations. Informetion gained from the personal interviews or knowledge
already possessed by the vocational agriculture teacher-coordinator and
consulting committee members shouicd orovics sufficient basis for deter-
mining whether possible training staticrns meet the desired criteria.

Criteria {or Selecting Training Stations

The following items should be used as criteriea in selecting training
stations;

1. TIype of occupation The tra.ning station should provide experience
in an occupation that requires some knowledge, understanding,
and skill in agriculture.

2. Opportunities for rotation The training station should provide
& vide variety of experiences associated with the occupation, It

should not be just a routine work experience of a repetitive
nature,

3. On-the-job supervision The training station should provide
someone capable of serving as an on-the-job instructor. This
should be someone who is thoroughly competent in the skills
and technical aspects of the occupation. He should be someone
who is interested in the program and who will enjoy cooperating

in the training program. A discussion concerning on-the-job
instructors is found later in this section,

L, Working conditions The working conditions of traiuing staticas
should be safe and clean, with & good record of accident preven-

tion. It should also present few, if any, conditions that might
impair the health of the workers.

2 Reputation The training station should have & good reputation and
be respected by the community as a reliable business establish-

ment. It should be one that the community is glad to have within
its boundaries.,
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6. Business Climate The training station should use ethical busi-
ness practices and leave a favorable impression with the student.
The firm should have a record of participation in civic affairs,
and a favorable attitude toward the welfare of its employees.

T. Stability of employment The training station should have a
reputation of continuous operation., It should have a reccré of
few or no lay-offs, lock-outs, close-dovmns, or =xtensive periods
of curtailment,

8. Hours of employment The training station should be able to PrO=
7ide & sufficient number of training hours at a time which is
condudive to the employment of student workers.

Q. Facilities and equipment In order to provicde adequate training,
the training station should possess adequate facilities and
equipment and use up-to-date methods.

10, Employcr-employee relationship The training station should maine
tain a good employer-employee relationship. Firms that make it
a policy to train and promote their own personnel score high
on this poiut,

1l. Accessibility Training stations should be within a reasonable
distance from the school or accessible to the trainee, In some
cases, the training station may be outside the normal limits
if the student has adequate transportation to and from work,
and the vraining station rates high on other factors. T™n some
cases where students are attending area schools, they can be
placed in their local community for occupational experience,

12, Weges The training station should be able to pay a minimum wage
for student workers based on that paid other employees of
similar experience and training, Wages of regular employees
should be at least compereble to those paid in similar occupa-
tions in the ccmmunity.

Trail.ng Station Check Sheet

The final selection of training stations can be facilitated by the
use of a check sheet. 'The purpose of this sheet is to obtain & comparative
r2%ting of possible training stations., This sheet should list criteria
to be considered when making the seiection. The consulti.z committee can
be very helpful in completing the check sheets on the different firms,




Careful consideration should be given to each item on the check sheet.
Any unusual situations should be listed at the bottom of the sheet under
"Remarks." If e prospective training station is not selected, the reasons
may be listed in this space and then relayed to the employer. This may
help correct deficiencies in the prospective training station so that it
may be used in the future.

(An exsmple of a training station check sheet is found on the follow-
ing page.)
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High School
Vocational Agriculture Department

CHECK SHEET FOR SELECTING TRAINING STATIONS

Ectablishment Address

Date Phone No.

_m—_—
FACTORS Poor Fair Good Very Good Outstanding

Type of occupation

{ Opportunities for rotation

On-the-job supervision

Working conditions

Reputation

Business climate

Hours of employment

Facilities and equipment

Employer—~zmployee relationshios

Acessibility . :
1
vaces
m— — =~ — :
Remarks:
A
Overall Rating: Outstanding__ Very Good Good
Fair Poor :
i
|
!
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Evaluating Cooperating Employers and On-the-job Instructors

In a sense, cooperating employers and on-the-job instructors become
n part of the school faculty since they are directly involved in the
education of students. To properly fanction in this role, it is impera~-
tive that they possess a professicnei attitude and other desirable
characteristics. It may be desirable to consider their qualifications in
regard to some pre-determined criteria., This will serve as & basis for
improving their weak areas through individual conferences and special
classes.

An examplz of an evaluation form that can be utilized to determine
the desirability of cooperating employers and on-the-job instructors is
founnd on the followling page.

Classes for Employers and On-the-Job Insiructors

One means by which on-the-job instructors and employers can be
better prepared for their responsibilities is to offer special classes
for them, These classes can be conducted Yy the regular vocational
agriculture teacher-coordinator, Specifi* topics such as working with
students, methods of giving demoustrations, and objectives and purposes
of the program can be covered, Upon completion of these classes, a
special certificate can be presented. Experience has shown that efforts
expended in this area pay big dividends., On-the-job instruction is
improved, and more interest and enthusiasm is gained by all participants.

An example of a certificate that can be presented upon the completion
of these courses is found on page 43.




a2

High School
Vocational Agriculture Department

COOPERATING EMPILOYER APPRAISAL

Kane Date
Criteria Rating

1. 3Interested in helping students 4 3 2 1
2. Successful in agri-business . 4 3 2 1
3. Able to get along with students 4 3 2 1
4. Willing to cooperate with school 14 3 2 1
5. Uses proper English 4 3 2 1
€. Of good character - 4 3 2 1
7. Emotionallv stable 4 3 2 1
8. Able tc explain ideas and concepts to students 4 3 2z 1
9. Familiar with vocational agriculture 4 3 2 1 H

10. Pamiliar with the off-farm agricultural occupational
experience pragram 4 3 2 1

11. A member of agricultural, civic, or coumunity

organizations 4 3 2 1
12. Motivated by high idezls 4 3 2 1
13, Eager and hard-working 4 3 2 1
14, Patient 4 3 2 1
15, Tactful 4 3 2 1
16. Open-minded 4 3 2 1 y
17, Willing to take time to work with students 4 3 2 1
OVER~-ALL RATING 4 3 2 1
4 - outstanding
3 - Good
2 - PFair
1 - Poor
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SELECTION OF STUDENTS

It must be realized that the student is the most important element
in a cooperative occupational experience program. iluch of the success
of the program will depend upon the calibre of the students enrolled.
Students termed "of high calibre"” do not necessarily mean those with out-
standing grades, but refers to those students vho possess the eptitude and
qualifications required for success in a given occupation., The objectives
of this program can be attained only when the student is capable end
desires to receive training, There may be a tendency among some educators
to gear the program toward students with low academic and cccupational
abilities, while the training for many occupations requires students to
have desirable personal traits and above-average antitudes.

With the above considerations in mind, the need for a sound system
for screening and selecting students becomes evident. The vocetional
agriculture teacher-coordinator should plan a system that utilizes numerous
activities and procedures in selecting students.

Procedures for Selecting}Students

The following steps are suggested as a guide tc follow in the
selection of students:

1., Make a general annocuncement concerning the program to all eligible
students at least two months before pre-registration for courses.

2. Have all interested students compicte en "application for enroll-
ment form.," A sample form is found on page 47 . Another form
which is designed with the same purpose in mind is located in the
Appendix,

3. Make arrangement with the school counselor to obtain various
tests scores and other confidential information that is not
reported on the application form.

4k, I sufficient tests have not bee administered, the teacher=
coordinator may wish to administer commercial tests or in some
cases special interest surveys. These can determine the students
interest and abllities in specialized areas such as sales and
mechanics, A sample form that can be utilized to determine a
student’s interest in sales is located in the Appendix,
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o« In most cases the teacher-coordinetor will he familiar with the
Personal characteristics of possibie students, since he would
most likely have had them in previous vocational agriculture
classes. In some cages, however, the teacher-coordinator may
have had very little contact with interested students., If this
be the case, it may be advantageous to have octher teachers more
familiar with the student evaluate the personal, characteristics
of the student., A sample teather's rating form is found on
vage 4§ .

18 8
"Student Information Sheet." (See example in a later part of
this section, )

To 1Interview each candidate personally. This will help obtain iufor-

:
)

: 6. Record the information obtained from the previous stens on g
; a

; mation that has not been obtained in any of the previous steps,

Criteria for Selecting Students

After the above steps have been completed, sufficient information
{ should be available tc meke a final selection, The following criteria !
1 are suggested as possible points to be kept in mind when selecting
students,

Occupational objective Students selected should heve an interest in -
‘ agricultural occupations for which the training program is designed, and ]
! in vwhich adequate training stations will be evailable. ‘

‘ Parents!? approval Students selected should have their parents' approval
' to participate in the program.

* Ability and willingness to work Students selected should have demonstrated
that they are asble end willing to work.

Age Most states have minimum age laws (usually 16) and therefore this J
must be considered when students are selected, Students selected should
be able to meet the age requirements specified by local, state, and
federel labor